
Grantee: Completes 
Payee Date Record 
(Std.204), revises Scope 
of Work, Project 
Timeline, and any other 
program conditions.

District Contract 
Manger: 
Completes Contract 
Request Form (ADM 
360), and compile s all 
the completed 
documents for the 360 
Package.

District Contract Manager 
and Grantee: 
Work together to review 
required elements of the 
contract and to complete 
program conditions as 
specified in award letter. 

HQ: Sends Grant 
Award and Conditional 
Letter to Grantee and 
the District, (by email).

CBTP and EJ Grant Contracting Process 

District Contract Manager:
Emails 360 Package with 
program conditions to HQ 
Grant Manager for Review.   
Note: District Contract 
Manager retains originals  in 
district files. 

HQ Grant Manager: 
Reviews the 360 Package 
and program conditions  
for intent, completeness, 
and consistency .

HQ Grant Manager:
Submits 360 
Package by email to 
DOTP Resource 
Management Branch 
(RMB).  

RMB:  Reviews and 
enters coding 
information into DOTP 
Resource Management 
database for tracking.  
RMB sends Package to 
DPAC for processing.  

DPAC: Compiles the 
contract (FTA)  and drafts 
other forms, if needed.  
DPAC sends these to 
Grantee and District  
Grant Manager for final 
review and approval.  

Grantee: Signs 
and sends 
contract to 
District Grant 
Manager.

District Contract 
Manager: Reviews 
and sends Contract  
to DPAC.  

DPAC:
Signs and  sends 
final copy of 
contract to the 
Grantee and 
District Contract 
Manager.  

District Contract 
Manager: Sends 
Notice to Proceed 
to Grantee. Work 
Begins!!!

District Grant 
Manager:
Sends a  copy of the 
signed  Contract  and 
Notice to Proceed to HQ 
Grant Manager.  
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